SHIG=o!

« 5.4 N
’ AT OFFICE OF THE SECRETARY
APPLICATION FOR RECORDS RETENTION SCHEDULE DEPARTMENT OF ARCHIVES AND THSTORY
‘ / RECORDS MANAGEMENT DIVISION

. . INSTRUCTIONS: See Publication No 76—RM-1 for instructions on completing this form. Forward signed Ongmal to
Department of Archives and History, Records Management Division, 330 Cap|tol Avenue,, Atlanta, Georgua 30334,
Attention: Scheduling Section. ; J

'

FOR AGENCY USE ) 1. Agency Address . . ' ___JFOR_ RECORDS MANAGEME N_T_;l_JSE .
icati S R icati r '
Application Date De £ of Public Safety Application Numbe
October 26, 1984 Safety Resp Unit _k_?-_-n?:__ H
Application Nun:m?er P. O. Box 1456 . ‘ Date Received Date Completed
Atlanta, Georgia 30371-2303 OV 19 1984 | JAN 031985
2. Person td—ééntact T W;;kmg Tite T;l:;h;;;;dumber
L_Shelly Parker . . Administrative Clerk 656-6097

3. Action Requested ;
a. i Establish Retention Schedule: rdcord will continue to accumulate.

b. [ Dispose of present accumulation; no further accumulation anticipated.
c. ‘Amend Application No. A,Q\:’fl&__ Check One: I]/hange 0O Supercede; O Void

4. Dates of Series 5. Records Series Title (followed by title used in office, if different)
Earliest ~ Latest, '

1-1-79 | Present Safety Financial Responsibility Files

6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

FUNCTION:

This office is to require Un-Insured Motorist to show flnanc1a1 responsibility upon
being involved in an accident. Office personnel send out demand for security notice to
un—insured operators and owners of vehicles after a claim for damages has been filed.

If the licensee fails to covply with one of the provisions of Suspension Law, a pick-up
order is issued to pick up his Driver License and Auto Tag until he complies or until
one year from date of Suspension has expired and Court has certlfled that no suit is
pending on Judgment required.
4 DEPARTMENT OF PUBLIC SAFETY
DRIVER SUPPORT DIVISION
DRIVER SERVICES SECTION
SAFETY RESPONSIBILITY UNIT )
7. Record Series Descrlptlon This file contains the following documents (mclude form numbers and titles, if any):
insuring that uninsured motorists involved in accidents can respond finan-

Documents relating to/c:.al%ghgglglgémisiog cligﬂagg]s: a?g Eo tem or?rnﬁl§ susgﬁndlng driyers' licensf
e
- With, thg Motor- Vehlé 2 8aFet fiEi Bongibi1iby Ag e _eyen

‘Eetter—s:.ze insert with acc1 nt case number, including:

Included are:  DPS-190 accident report-individual
pps-202 Affidavit for damage claim

DPS-184 Demand for Security Notice

DPs-189 Pick-Up order for license and Tag Lot
DPS-203-204 General and Conditional Release. =
DPS-205 Security Bond Receipt

Correspondence _

DPS-198 Notice of no Suit forms Campleted by courts.
DPS- 21 and SR-22A Insurance Certificates

. ' DPS-208 Notice of reinstatements to Licensee and Miscellaneous
ile is arranged:

Numeri cally ‘C\D,? Y odr.)

PSS

t on non—cqmpllfnce‘

8. Monthly Reference Rate - How often are records referred to which are:
One to six months old LZ.___; Seven to twelve months old ___. ; Thirteen to twenty-four months old __L.;
twenty-five ménths andolder __} _____? -

9. Annual Rate of Accuraulation of Records

Letter-size drawers ..f,_S_.CL Legal-size drawers _______; Shelves ; Other fspecify) ———

AR—50—-71:" Rev. 76 TS T ey

L TS




[

YES | NO | 10. Questionnaire  {Place an X" in the proper column) LY , _ 7 . )
| a. Is this the official copy of the series? “ b *:‘
X i not, where is it? S : : N,
b. Does the series contain c‘:mfldentnal information requiring security handhng? If yes, cite law or fegulation. " N
X ‘ DPS ugse only &(n-D ~441] , . i ! .
X | e lsthis a vital record? | | B _ » :
X d. Does this series have historical or lo_g term research value? {
e. When one or two documents in the fuie make it necessary to keep the entire file for a Iong period, could these
X |_ _ documents be scheduled separately? o
X f. lIsthe mfgrma;ugn contained in_this series ever published? If yes, attach gopy
g. s the |pforrnataon contained in this series ever analyzed and/or recorded in @ summarized report?
X Afves attach copy, ) e B
. h. Is there a duplication of this series in your office, or in another office or agency?
X If ves, where? . . S B}
| X | _i._sthis series for a major portion oflti regularly m;crofllmed" o
X 1 _j. Does the record series result in a compute: printout? i — —
11. Retention Reguirements b The following requires the series to be kept:
_ B e - PTRWI s TR 185 10 ePt R . o
a. State Law -2 years. d. Audit period , > years.
b. Statute of limitation  __. years. * e. Administrative need - - yeark.
c. Federal law — e _.__¥E&'s. +. Federal retention instructions years.
Attach copy or excert of laws or reguratibns. Explzin administrative need.
0.C.G.A. 40-9 8-3-32 4 years property .
' 9-3-33 2 years personal injury
12. Approved Egpésition Instructi'c_)'n;— This abenc,r réEEn-R?-?thﬁa? the flig;er—les—i;e cut off at the end of each:
& Calendar Year; i Fiscal Year; [0 Other e then,
K Hold in the current filesarea ___ .. monthis) 2 _vyear(s): then
[Q Transfer to local holdmg area; hold _______..._.__.,,VE‘GV(S), then
ﬁ Transfer to State Records Center; hold _l_____..year(s); ther:
3 Destroy. - L o,
.. Transfer to State Archives for permanent retention. . Lo ET e -
O Other (Specify) o .
S * 4 1 okt =
J. L. Howdll, Lieutenant . -
Supervisor S : .
These instructions apply to all prior and future accumulations of the series.
| Agency Head/Designee  (Signature) | __._ Date ] RgsQrds Maggg_emegj Officer (Signature} Date
Recommendations in para- -
graph 12 are approved. State Auditor/Designee
(if disapproved, attach letter
of explanation.) Secretary of State/Designee
Attorney Genera!/Designee

AR—-50-71; Rev, 76




STKTE . . OFFICE OF SECRETARY OF STATE

, OF App}ﬂ' cation for DEPARTMENT OF ARCHIVES & HISTORY 4 P“IGE
“Gon  RECORDS DISPOSITION STANDARD  secorss essormrr otvisor
1 .‘1"“"“}:“‘ Date .'STRU_F"T;'TOKS-: See separate i.out;uo-tianc for con}ploeion of } FOR RECORDS MANAGEMENT DIVISION USE i "
Sept- 2, 1971 . ufront and reverse of this form. 5ign original and two copies Date Recelved Appiicaticp No. Date Completed
P “Agency Application No. and forward to Department of Archives and History, Attention: UCT E ) "97 j;;o
DPS—08-71 nﬁ'lcord's Management Officar. .‘ . [ 1 cT B 1971
AG!ICY Division, Bubdivision & Administering Office Address ' .Perlon to Contact
Department Of Public Safety _ g . Happd
Suspension And Revocation Division o _Captain D, 5, Harris
Pooo BOX 1[;56 .Horkin; Tru.lie '1'-1. ¥o.
“"Atlanta, Georgia 30301 : Supervisor 27=3531
7. KE'ION REQUESTED
- ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATICN;
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATICN ANTICIPATED
. Inclusive DEE: 9 B!AC?TS!RIES TITLE i - * -

l~1—66 to 8-31-71 SAFETY FINANCIAL RESPONSIBILITY FILES

;]_ 'Jh-t function performed resulted in creation of this “Rerics
FUNCTION:

This office is to require Un-Insured Motorist to show financial responsibllity upon
_being involved in an accident., Office personnel send out demand for security notice to
“un-insured operators and owners of vehicles after a claim for damages has been filed,

If the licensee fails to comply with one of the provisions of Suspension Law, a pick-up
order is issued to pick up his Drivers License and Auto Tag until he complies or until
one year from date of Suspension has exvnired and Court has certified that no suit is
pending on Judgement required.

1 .DISCRIPTIOI OF SERIES - Include Form Ro. & Form Title, if nnf
Letter dize¢ insert with accident case number,
SR-13 accident report~ individual -
SR=57 Affidavit for damegs claim
SR-8 Demand for Security Notice - s
SR-50 Notice to file SR-13 -
SR.10 Pick-Up order for license and Tag
SR.58-59 General and Conditional Release, -
Security Bond
Correspondence
Coples of answers to Correspondence,
SR-21 and.  SR-22A Insurance Certificates
SR=36 Notiee of no Suit forms Comnleted by courts,
SR-65 Notice of reinstatements to Licensee and Miscellaneous

" T
EZ . EQUYPMENT OCCUPIED No. of Dravers Cu. Ft. of Recorda I s X No. of Dravers Cu. Pt. of Records
Lett . sile D 1 6 ANNUAL RATE OF ACCUMULATION
etter-size ¢ Dravers 100 1 50 182 273
In Office(s} In Storage Area{s)
Legal-size File Dravers Floor Space Occuplied (Square Teet) 6O
Thi Last P di Al.l]; i
] as rece n, rio
X By Az.uuu]. {ccululation Year's Year's Year'sn Years'
N S 1 _ - h .
| AVERAGE DAILY REFERENCES ' 400 2’?5 200 150

Porm: ;h-50-11



25,

= QUESTIONNAIRE ™ace so ™" 1n tne proper column. If ansver fs "TEG." plasse Figlarn & ”mfj‘m_r{ - k\ 'NO
13. Is this the Record Cdpy of the series? ‘ K v B ]
lhf Is there a duplicaﬁipn.of this Sefies in another office or agency?, ’ ] o f] ]
iS. Is the information contained innéhis:series ever summgrized or pubaished? . [T X
16. Does the series gontain classified information réquiring security Handiing9 , ,,'&J []

Confidential, for DPS use only

17. Does the series document pollc1es and procedures of agency's operation or fUnct10n9 (1 " K
18. Could the function be performed if the files were lost or destroyed? [1 K
19. Is the series (or major po}tion of it) fegularly microfilmed? If yes; why? (] i
20. Does the record series pr@viae data as input to an EDP file? _ [] K
21. Does the record series contain documentation produced as EDP printout? o | [] ) %
22. Is the series affected by Federal or grant funds? . _ S 11 W
23. Will there be a néed for these records 10, 15 years from now? If yes, what? E [];, B
2k, REQUfREMENTS:_JThe following requires the file; to be kept_. 5  years:

&a.[]ISTATE ©b.[|STATUTE OF c.[]AUDIT  d.[]FEDERAL e.[ ]ADMINISTRATIVE f.[ JHISTORICAL

LAW LIMITATION PERIOD LAW DECISION VALUE
(Cite Law, Statute, or other reason for the retention requirement)

Section 1 ( 92-A ) 13-10 02 [ years property

3-1004 2 years personal

AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end
of each -DJCAIENDAR YEAR -[]FISCAL YEAR -{]OTHER , ,then:
A.[]Destroy immediately after cut off. )
‘B.[KHold in current files area month(s)/ g year(s), then: )

1 []pestroy. -
2 PdTransfer to records center; hold 2 _year(s) .then:
- a PpDestroy. o :

b []Transfer historical material to Archlves,
- destroy remainder. -
3 []Destroy after sudit (or year(s) after audit). ) i
C.[JHold in current files area indefinitely.
D.[]Ho%d in current files area year(s), ther transfer to Archives permesnently.
E.[]Other S R - L

(Indicate briefly rationale for redommendations above/or write additional Yemarks):

Archives to keep 5 years

LATTACH SAMPLES QK THE ﬁ{RIES WHER ROSSIBLE})

Re

26. Inwkntory t.k;n by Rekom ns prepsred b
&.ﬁ‘”ﬂm WM e ol

Diresctor, chivesllhtor, -
1n Paragraph 25 MApp? véd []Disapproved ﬂ L /O./bd/“

gor Division R Records
\ gl N

Heead of Agency

commendation [lApproved .[]Disapproved| /é 4@0

are: [V]'(ppr_oved [IDisapproved 7

G&K;ﬁrovgd [JDisapprove




